
ASSIGNMENT 1
Textbook Assignment: "Copy  Prepara t ion , "  chap te r  1 ,  pages  l - l  t h rough  1 -50 .

l - l .

l - 2 .

l - 3 .

l - 4 .

l - 5 .

O f  t h e  f o l l o w i n g  p r i n t i n g
p r o c e s s e s , which  one  i s  the  p r imary
process  used  in  Navy  p r in t  shops?

1. Gravure
2 . L e t t e r p r e s s
3. E l e c t r o n i c  d i g i t i z a t i o n
4 . L i t h o g r a p h i c / o f f s e t

l i t h o g r a p h i c

W h a t  p r i n t i n g  p r o c e s s  i s  t h e  o l d e s t
fo rm of  p r in t ing?

1. Gravure
2 . L e t t e r p r e s s
3. E l e c t r o n i c  d i g i t i z a t i o n
4 . L i t h o g r a p h i c / o f f s e t

l i t h o g r a p h i c

I n  o f f s e t  l i t h o g r a p h i c  p r i n t i n g ,
t h e  p a p e r  s u r f a c e  r e c e i v e s  i n k  f r o m
what press component?

1. Z i n c  p l a t e
2. I n k  r o l l e r s
3. B l a n k e t  c y l i n d e r
4 . Impress ion  cy l inde r

Which  o f  the  fo l lowing  opera t ions
d o e s  e l e c t r o n i c  d i g i t i z a t i o n  a n d
laser copiers NOT allow?

1. E d i t i n g
2. Photographing
3. H a l f t o n e  c r e a t i o n
4 . Job  o rde r  comple t ion

Which  o f  the  fo l lowing  t e rms  i s  a
b r o a d  t e r m  t h a t  r e f e r s  t o  m a t e r i a l
in t ended  fo r  r ep roduc t ion?

1. Copy
2. Text
3. Proofs
4 . Artwork

1-6.

l-7.

l-8.

l-9.

l-10.

Which  o f  the  fo l lowing  fo rmats  i s
NOT a basic form of copy material?

1. Line
2. Hal f tone
3. Manuscripts
4. Continuous-tone

What basic form of copy material
has  no  g radua ted  tones?

1. Line
2. Hal f tone
3. Photographs
4 . Continuous-tone

What basic form of copy material
r e q u i r e s  t h e  e x t r a  s t e p  o f
conver s ion  be fo re  p r in t ing?

1. Line
2. Hal f tone
3. Continuous-tone

A continuous-tone photograph with a
t ex t  ove r l ay  compr i ses  wha t  bas ic
fo rm of  copy  mate r i a l?

1. Line
2. Hal f tone
3. Continuous-tone

You  can  e l imina te  p r in t ing
production problems with what  sound
knowledge factors?

1. P o l i c i e s  o f  p r i n t  s h o p
superv i so ry  pe r sonne l

2. P r e s s  a n d  p r o c e s s  l i m i t a t i o n s
3. F i n i s h i n g  o p e r a t i o n s
4 . A b i l i t i e s  o f  p r i n t  s h o p

per sonne l

l - 1 1 . Wha t  i s  t he  nex t  s t ep  you  shou ld
t a k e  a f t e r  y o u  s e l e c t  t h e  p r o p e r
p r i n t i n g  p r o c e s s ?

1. Type
2 . Format
3. Paper  s tock
4 . Press  schedu les
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l - 1 2 . The  fo rmat  o f  p r in ted  p roduc t s
inc ludes  which  o f  the  fo l lowing
a t t r i b u t e s ?

1. Look
2 . Fee l
3. Shape
4 . Al l  o f  the  above

1-13. Your  dec i s ion  a s  to  the  shape  and
s i z e  o f  t h e  p a g e s  o f  a  j o b  s h o u l d
depend on which of  the fol lowing
in fo rmat ion?

1. P r e s s  c a p a c i t y
2 . Bindary  capac i ty
3. A v a i l a b l e  s t o c k
4 . A l l  o f  t h e  a b o v e

IN ANSWERING QUESTIONS 1-14 THROUGH 1-16,
SELECT FROM COLUMN B THE RECTANGULAR FORM
THAT USES THE RATIOS IN COLUMN A.
RESPONSES IN COLUMN B MAY BE USED MORE
THAN ONCE.

A. RATIO B. RECTANGLES

1 - 1 4 .  5 : 7 1. Hypotenuse

1 - 1 5 .  2 : 3 2. Golden mean

1 - 1 6 .  3 : 5 3. Regular

4. Signature

1-17. You should design most  booklets  and
pamphlets  to conform to what
rec tangu la r  fo rmat?

1. Regu la r
2. Golden mean
3. Hypotenuse
4 . Pythagorean

l - 1 8 . What  type of  s tock should you use
f o r  a  p r i n t i n g  j o b  t h a t  w i l l  b e
read once and thrown away?

1. Cover s tock
2. Co lo red  s tock
3. Inexpens ive  paper
4 . Good durable paper

l - 1 9 . What  t e rm re fe r s  to  the  des ign  o f  a
s t y l e  o f  t y p e ?

1. Type weight
2. Type  c lass
3. Type size
4. Typeface

l - 2 0 . How do  d i sp lay  typefaces  c rea te
i l l u s i o n s ?

1. By using curves
2. By  us ing  th i ck  and  th in  l i nes
3. B y  u s i n g  t h e  p r e s e n c e  o r

a b s e n c e  o f  s e r i f  a n d
embell ishments

4 . Al l  o f  the  above

choose  when  se lec t ing  a
f o r  t e x t  i n  t h e  b o d y  o f

l - 2 1 . Wha t  type  o f  l e t t e r ing  shou ld  you
typeface
a  job?

1. A  l e g i b l e  d e s i g n
2. A bo ld face  des ign
3. A  i t a l i c i z e d  d e s i g n
4. A decora t ive  des ign

l - 2 2 . What dimensions compose an overal l
l e t t e r ?

1. Weight
2. Height
3. Decora t ion
4. Al l  o f  the  above

l - 2 3 . T h e  l e t t e r  h e i g h t  o f  a  t y p e f a c e  i s
expressed  in  wha t  un i t  o f  measure?

1. P i c a s
2. Po in t s
3. P i x e l s
4 . F r a c t i o n s

l - 2 4 . Which type weight  reproduces with
o p t i m u m  l e g i b i l i t y  i n  t h e  f i n i s h e d
produc t?

1. Boldface
2. L igh t face
3. Openface
4. Regular  weight
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l - 2 5 . Wha t  shou ld  you  do  to  the  l e t t e r s
i n  a  l i n e  o f  t e x t  t h a t  a r e  t o o  l o n g
t o  f i t  i n t o  a n  a l l o t t e d  s p a c e ?

1. I t a l i c i z e  t h e m
2. Condense them
3. Expand them
4. Redraw them

l - 2 6 . You  can  de te rmine  i f  a  typeface  has
been expanded or  condensed by
examin ing  the  geomet r i c  p ropor t ions
o f  w h a t  l e t t e r ?

1 . D
2 . G
3 . O
4 . Q

l - 2 7 . There  a re  (a )  wha t  number  o f  p icas
in  one  inch , and (b) what number of
p o i n t s  i n  o n e  p i c a ?

1. (a) 12 (b) 6
2. (a) 2 ( b ) 6
3. (a) 6 ( b ) 12
4 . (a) 6 (b) 2

l - 2 8 . To  o rde r  typese t  copy ,  you  shou ld
spec i fy  the  l ine  measure  in  wha t
u n i t ( s )  o f  m e a s u r e ?

1. Picas
2 . Points
3. P icas  and  inches
4 . P i c a s  a n d  p o i n t s

l - 2 9 . What  t e rm re fe r s  to  the  p lacement
o f  add i t iona l  space  be tween  the
le t t e r s  o f  words  to  improve  and
balance typography?

1. Leading
2 . L e t t e r s p a c i n g
3. J u s t i f i c a t i o n
4 . I n d e n t i n g

l - 3 0 . What term is  known as the spacing
o f  l i n e s  o f  t y p e  t o  a  p r e d e t e r m i n e d
l e n g t h  s o  t h a t  t h e  l e f t  a n d  r i g h t
marg ins  a l ign?

1. J u s t i f i c a t i o n
2 . L e t t e r s p a c i n g
3 . L e g i b i l i t y
4 . Lead ing

l - 3 1 . What typographic procedure causes
" r i v e r s " of  whi te  space  on  a
p r in ted  page?

1. Removing the short  words from
t h e  t e x t

2. I m p r o p e r  l e t t e r s p a c i n g
3. Improper  inden ta t ions
4. Improper word spacing

l - 3 2 . What typographic procedure reduces
the  amount  o f  space  be tween  l e t t e r s
o r  c o m b i n a t i o n s  o f  l e t t e r s ?

1. L e t t e r s p a c i n g
2. Word spacing
3. L ine  spac ing
4 . Kerning

l - 3 3 . What  i s  the  purpose  o f
i n d e n t a t i o n s ?

1. To  make  the  page  o f  t ex t  l e s s
r e a d a b l e

2. To  g ive  the  reader ' s  eye  a  new
s t a r t i n g  p o i n t

3. T o  g i v e  t h e  r e a d e r  e y e  s t r a i n
4 . To  move  the  t ex t  in  equa l ly

from the margins

l-34.

1-35.

Hang ing  inden ta t ions  a re  used  fo r
which  o f  the  fo l lowing  purposes?

1. P o e t r y
2. Legends
3. Spec ia l  emphas i s
4 . S h o r t  q u o t a t i o n s

In an open book,  the back margin
shou ld  appea r  to  equa l  wha t  o the r
marg in (s )?

1. Top margin
2. Bottom margin
3. E i t h e r  s i d e  m a r g i n
4 . A l l  o t h e r  m a r g i n s

l - 3 6 . A preliminary dummy should be what
s i z e ?

1. 1 / 2  a c t u a l  j o b  s i z e
2. 3 / 4  a c t u a l  j o b  s i z e
3. 8 0 %  a c t u a l  j o b  s i z e
4 . l / l  a c t u a l  j o b  s i z e
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l - 3 7 . When should a preliminary dummy be
c r e a t e d ?

1. When  f i l l i ng  ou t  the  job  o rde r
w i t h  t h e  o r i g i n a t o r

2. A f t e r  a c c e p t i n g  t h e  j o b
3. B e f o r e  t h e  j o b  i s  t y p e s e t
4 . A f t e r  t h e  j o b  i s  t y p e s e t

l - 3 8 . What pages are NOT considered key
pages  fo r  mak ing  up  a  p re l imina ry
dummy?

1. Text
2 . Index
3. T i t l e
4 . Cover

l - 3 9 . I f  y o u  a r e  l a y i n g  o u t  a  c o v e r  t o  a
p u b l i c a t i o n  t h a t  i s  p a r t  o f  a
s e r i e s , how should you design the
cover?

1. Any way you desire
2. E x a c t l y  l i k e  a l l  o t h e r  N a v y

covers
3. To  ma tch  o the r  pub l i ca t ions  in

t h a t  s e r i e s
4 . To match other Navy

i n s t r u c t i o n s

l - 4 0 . You can improve the appearance of a
l o n g  t i t l e  o f  a  p u b l i c a t i o n  b y
vary ing  which  o f  the  fo l lowing
c h a r a c t e r i s t i c s ?

1. Color
2. Type  s ize
3. Type  s ty le
4 . Each of the above

l - 4 1 . What  a re  the  p r inc ipa l  des ign l - 4 6 . What method should you use to add
requ i rement s  fo r  pages  such  as  the i n t e r e s t  t o  a  p a g e  t h a t  r e q u i r e s
t a b l e  o f  c o n t e n t s ? s e v e r a l  i l l u s t r a t i o n s ?

1. To  match  a l l  o the r  pages
2. A t t r a c t i v e n e s s  a n d  l e g i b i l i t y
3. To match typefaces and

a t t r a c t i v e n e s s
4 . To be convenient  and contain an

a r t i s t i c  d e s i g n

l - 4 2 . What  does  the  t e rm "cu t l ines"
p e r t a i n  t o ?

1. Text
2. Captions
3. I l l u s t r a t i o n s
4 . Cropp ing  in s t ruc t ions

l - 4 3 . In  wha t  way  shou ld  a reas  o f  t ex t  be
indicated on a prel iminary dummy?

1. By the use of  thumbnail
ske tches

2. By  d rawing  a  r ec tang le  on ly
3. By using l ines drawn

h o r i z o n t a l l y  b y  a  r u l e r  o n l y
4. E i the r  by  d rawing  a  r ec tang le

o r  us ing  l ines  d rawn
h o r i z o n t a l l y  b y  a  r u l e r

l - 4 4 . Where should you place a s ingle
i l l u s t r a t i o n  o n  a  p a g e ?

1. At  the  mid-po in t  o f  the  base
su r rounded  by  t ex t

2. J u s t  a b o v e  t h e  o p t i c a l  c e n t e r
o f  the  page  on ly

3. The  top  o f  the  page  on ly
4. E i t h e r  j u s t  a b o v e  t h e  o p t i c a l

c e n t e r  o r  a t  t h e  t o p  o f  t h e
page

l - 4 5 . For  the  purpose  o f  page  l ayou t ,
wha t  page  v i sua l ly  ou twe ighs  the
o t h e r s ?

1. Right
2. Cover
3. T i t l e
4. L e f t

1. M a k e  t h e  i l l u s t r a t i o n s  o n e
column wide

2. Group them as a montage and let
t h e  p a n e l  b l e e d

3. U s e  e a c h  i l l u s t r a t i o n
separa te ly  and  b leed  each  one

4. B o x  e a c h  i l l u s t r a t i o n  a n d  p l a c e
them throughout  the page

4



l - 4 7 .

1-48.

When should you create a  paste-up
dummy?

1. When  the  job  i s  submi t t ed
2 . When  the  job  i s  accep ted
3. A f t e r  t h e  t y p e  i s  s e t
4 . B e f o r e  t y p e  i s  s e t

What  ma te r i a l s  shou ld  be  used  fo r  a
paste-up dummy?

1. P r e p r i n t e d  r u b - o n  l e t t e r i n g
s h e e t s

2. P r i n t e d  l a y o u t  s h e e t s
3. Manuscript  copy
4 . Type  p roofs

l - 4 9 . What  i s  the  advan tage  o f  hav ing
e x t r a  p r o o f  s h e e t s ?

1. To  s ize  each  page
2. To  t r im each  page
3. To  mark  typograph ica l  e r ro r s
4 . T o  i n d i c a t e  s p a c i n g

i n s t r u c t i o n s

l - 5 0 . You  shou ld  l ay  ou t  seve ra l  pages  o f
a book in advance to avoid what
problem?

1. Misnumbering f inal  copy pages
2. Repea ted  sh i f t ing  f rom one  job

t o  a n o t h e r
3. Work  de lays  whi le  wa i t ing  fo r

a d h e s i v e s  t o  d r y
4. Chang ing  the  l ayou t  o f  t he

p a s t e d  p a g e s  t o  f i t  c o p y  a n d
i l l u s t r a t i o n s

l - 5 1 . S p e c i f y i n g  t h e  t y p e  a n d  s e t  o f  a
given body of  text  is  known as what
p rocess?

1. C o p y f i t t i n g
2. J u s t i f i c a t i o n
3. P l a n n i n g  t h e  l a y o u t
4 . I n d e n t a t i o n a l  l e t t e r s p a c i n g

l - 5 2 . When you use the character  count
method  o f  copyf i t t i ng ,  wha t  s t ep
s h o u l d  y o u  t a k e  a f t e r  f i n d i n g  t h e
t o t a l  n u m b e r  o f  c h a r a c t e r s  o n  a
manuscript  page?

1. Se t  the  marg ins
2. Div ide  the  to ta l  number  o f

c h a r a c t e r s  b y  f i v e
3. C o u n t  t h e  c h a r a c t e r s  i n  f i v e

r e p r e s e n t a t i v e  l i n e s
4 . Determine the number of

c h a r a c t e r s  i n  o n e  l i n e

l - 5 3 . What  i s  the  p rocedure  fo r
de te rmin ing  the  l eng th  o f  copy  in
i n c h e s  u s i n g  t h e  c h a r a c t e r  c o u n t
method?

1. Div ide  the  number  o f  l ines  pe r
i n c h  i n t o  t h e  t o t a l  n u m b e r  o f
l i n e s  i n  t h e  c o p y

2. Div ide  the  to ta l  number  o f
c h a r a c t e r s  i n  t h e  m a n u s c r i p t  b y
the  average  number  o f
c h a r a c t e r s  p e r  l i n e

3. Count  the  number  o f  cha rac te r s
in  5  l i nes  and  mul t ip ly  by  20

4 . C o u n t  t h e  c h a r a c t e r s  i n  o n e
l i n e , mult iply by the number of
l ines  on  the  page  and  d iv ide  by
1 2

l - 5 4 . To determine the number of
c h a r a c t e r s  i n  a  t y p e s e t  l i n e  u s i n g
the  cha rac te r  coun t  me thod  o f
copyfi t t ing,  how many
r e p r e s e n t a t i v e  l i n e s  s h o u l d  y o u
count?

1 . 5
2 . 7
3 . 6
4 . 4

l - 5 5 . T o  p r o p e r l y  u s e  t h e  l i n e
measurement method of  copyfi t t ing
to  de te rmine  copy  dep th ,  you  shou ld
m u l t i p l y  p a g e  l e n g t h  b y  ( a )  f o r
s ing le - spaced , and  (b )  fo r  doub le -
spaced manuscripts?

1 . (a) 12 (b) 10
2. (a) 10 (b) 12
3. (a) 3 (b) 6
4 . (a) 6 (b) 3
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l - 5 6 . What  t e rm re fe r s  to  the  p rocess  o f
de te rmin ing  the  r educ t ion  o r
enlargement of  an image to occupy a
g iven  a rea?

1. Reproduc t ion  s i ze
2. Control  dimension
3. Cropping
4 . Sca l ing

l - 6 2 .
l - 5 7 . Which of  the fol lowing methods is

the  eas i e s t  and  mos t  popu la r  me thod
f o r  s c a l i n g  a r t w o r k ?

l - 6 1 . Which  o f  the  fo l lowing  pe rcen tages
of  en la rgement  o r  r educ t ion  wi l l
reproduce with optimum results?

1. Mathemat ica l  fo rmula t ion
2 . P r o p o r t i o n a l  d i v i d e r s
3. P r o p o r t i o n a l  s c a l e
4 . S l i d e  r u l e

l - 5 8 . Normally, w h a t  i s  t h e  c o n t r o l l i n g
d imens ion  fo r  sca l ing  a r twork?

1. Width
2. Height
3. Length
4 . P a p e r  s i z e

l - 5 9 . W h a t  p a r t  o f  a  p r o p o r t i o n a l  s c a l e
d i s p l a y s  t h e  r a t i o  o f  t h e
p e r c e n t a g e  o f  t h e  o r i g i n a l  s i z e  a n d
t h e  n u m b e r  o f  t i m e s  t h e  a r t  i s
reduced?

1. The  ou te r  d i sk
2. The  cen te r  d i sk
3. The window near the center of

t h e  d i s k
4 . The LED readout in the upper-

r i g h t  c o r n e r

l - 6 0 . What should you do when scaling
se r i e s  a r twork  to  improve  the
appearance  o f  a  job  and  save  t ime
in the camera room?

1. R e d u c e  a l l  a r t  p r o p o r t i o n a l l y
2. E n l a r g e  a l l  a r t  t o  t h e  s a m e

s i z e
3. E n l a r g e  a l l  a r t  u n i f o r m l y  i n

s i z e
4 . P r e p a r e  a l l  a r t  t o  t h e  s a m e

s c a l e

1. 175
2 . 80
3 . 50
4 . 33

What  e f fec t  wi l l  r educ ing  the
overa l l  s i ze  o f  a r twork  have  on  the
reproduction copy?

1. The  we igh t  o f  the  cen te r  and
e x t e n s i o n  l i n e s  d e c r e a s e s

2. A l l  l i n e s  e x c e p t  t h e  o b j e c t
o u t l i n e  d e c r e a s e s

3. A l l  l i n e s  i n c r e a s e  i n  w e i g h t
4. A l l  l i n e s  d e c r e a s e  i n  w e i g h t

l - 6 3 . What is  the major drawback to
en la rg ing  a r twork  fo r  r ep roduc t ion?

1. Crud i ty
2. D i s t o r t i o n
3. Disp ropor t ion
4 . S p a c e s  f i l l  i n

l - 6 4 . What aspect  of  reproduction can you
d i r e c t l y  i n f l u e n c e  t h r o u g h  t h e
prepara t ion  o f  a  mechan ica l?

1. End use
2. Qua l i ty
3. D i s t r i b u t i o n
4. Press  p rocess -

l - 6 5 . What material  should you acquire
b e f o r e  s t a r t i n g  a  j o b  i n t e n d e d  f o r
rep roduc t ion?

1. Ink
2. Paper  s tock
3. Bindery  p roduc t s
4. A l l  p e r t i n e n t  i n f o r m a t i o n

l - 6 6 . What do crop marks describe?

1. Reduction of  an image
2. Enlargement of  an image
3. Se lec ted  por t ion  o f  an  image
4 . Clean border area of an image
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l - 6 7 . What material  should you use to
make a pair  of  cropping arms?

1. Large  shee t s  o f  whi te  paper
2. Large  shee t s  o f  b lack  paper
3. W h i t e  c a r d s t o c k  c u t  a t  r i g h t

ang les
4 . B l a c k  c a r d s t o c k  c u t  a t  r i g h t

a n g l e s

l - 6 8 . What procedure should you use to
ind ica te  c rop  marks  on  a
photograph?

1. Mark the borders of  the image
2. Mark  an  over l ay  a t t ached  to  the

image
3. Cut a window in an opaque mask

or  go ldenrod
4 . A l l  o f  t h e  a b o v e

1-69. What  product  should you use to
remove  the  l igh t  r e s in  coa t ing  f rom
the  su r face  o f  pho tographs?

1. Ro t t ens tone
2. Talcum powder
3. F u l l e r ' s  e a r t h
4 . E r a s e r  p a r t i c l e s

l - 7 0 . Which of  the fol lowing media
con ta ins  a  pho tograph ica l ly  ma tched
s e r i e s  o f  p i g m e n t s  c o n t a i n i n g
w h i t e ,  b l a c k ,  a n d  g r e y s ?

1. Wate rco lo rs
2. Retouch greys
3. A c r y l i c  c o l o r s
4 . A l l  o f  t h e  a b o v e

1-71. What  p rocess  i so la t e s  an  image  and
removes the background?

1. Cropping
2 . Opaquing
3. V i g n e t t i n g
4 . S i l h o u e t t i n g

l - 7 2 . What procedure should you use to
s i l h o u e t t e  a n  o b j e c t  i n  a
photograph when you must  retain the
or ig ina l  image  un touched?

l-73.

l-74.

l-75.

1. Cut  the  image  a rea  ou t  o f  a
copy image

2. Mask the image area of  a copy
and  a i rb rush  the  background

3. Cover  the  image  wi th  an  ace ta te
mask  and  a i rb rush  the  ace ta te

4. A l t e r  t h e  i m a g e  f o r  t h e  b e s t
q u a l i t y  r e p r o d u c t i o n  a n d  t e l l
t h e  o r i g i n a t o r  a f t e r w a r d

What process should you use to
prepare  con t inuous - tone  images  fo r
rep roduc t ion?

1. Ha l f tone  sc reen ing
2. Combination copy
3. Image  separa t ion
4 . Redrawing

What device should you use to
r e d u c e  t o n a l  a r t  t o  a  s e r i e s  o f
d o t s  f o r  r e p r o d u c t i o n  o n  a  p r i n t e d
page?

1. Combination f i lm
2. H a l f t o n e  f i l m
3. Glass  sc reen
4. G l a s s  l e n s

Which  o f  the  fo l lowing  types  o f
sc reens  i s / a re  used  in  mak ing
h a l f t o n e s ?

1. Wire
2. Glass  on ly
3. Ace ta te  on ly
4 . G l a s s  a n d  a c e t a t e
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